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4. Research, development, and demonstra-
tion expenses not charged to other operation
and maintenance expense accounts on a
functional basis.

5. Communication service not chargeable
to other accounts.

6. Trustee, registrar, and transfer agent
fees and expenses.

7. Stockholders meeting expenses.

8. Dividend and other financial notices.

9. Printing and mailing dividend checks.

10. Directors’ fees and expenses.

11. Publishing and distributing annual re-
ports to stockholders.

12. Public notices of financial, operating,
and other data required by regulatory stat-
utes, not including, however, notices re-
quired in connection with security issues or
acquisitions of property.

931 Rents.

This account shall include rents
properly includible in utility operating
expenses for the property of others
used, occupied, or operated in connec-
tion with the customer accounts, cus-
tomer service and informational, sales,
and general and administrative func-
tions of the utility. (See operating ex-
pense instruction 3.)

932 Maintenance of general plant.

A. This account shall include the
cost assignable to customer accounts,
sales and administrative and general
functions of labor, materials used and
expenses incurred in the maintenance
of property, the book cost of which is
includible in account 390, Structures
and Improvements, account 391, Office
Furniture and Equipment, account 397,
Communication Equipment, and ac-
count 398, Miscellaneous Equipment.
(See operating expense instruction 2.)

B. Maintenance expenses on office
furniture and equipment used else-
where than in general, commercial and
sales offices shall be charged to the fol-
lowing accounts:

Manufactured Gas Production, accounts 708,
742

Natural Gas Production and Gathering, ac-
count 769

Natural Gas Production

Extraction, account 791

Underground Storage, account 837

Local Storage, account 846.2

Transmission Expenses, account 867

Distribution Expenses, account 894

Merchandising and Jobbing, account 416

Garage, Shops, etc.—appropriate clearing ac-
count, if used.
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NoTE: Maintenance of plant included in
other general plant equipment accounts
shall be included herein unless charged to
clearing accounts or to a particular func-
tional maintenance expense indicated by the
use of the equipment.

PART 204 [RESERVED]

NoOTE: For the Uniform System of Accounts
for Natural Gas Companies subject to the
Natural Gas Act, see part 201 of this sub-
chapter. (Order 390, 49 FR 32526, Aug. 14, 1984;
50 FR 5745, Feb. 12, 1985)

PART  225—PRESERVATION  OF
RECORDS OF NATURAL GAS
COMPANIES

Sec.

225.1 Promulgation.

225.2 General instructions.

225.3 Schedule of records and periods of re-
tention.

AUTHORITY: Department of Energy Organi-
zation Act, 42 U.S.C. 7101-7352 (1982); E.O.
12009, 3 CFR 142 (1978); Natural Gas Act, 15
U.S.C. 717-717w (1982); Natural Gas Policy
Act, 15 U.S.C. 3301-3432 (1982); Federal Power
Act, 16 U.S.C. 792-828c (1982).

§225.1 Promulgation.

(a) This part is prescribed and pro-
mulgated as the regulations governing
the preservation of records by natural
gas companies subject to the jurisdic-
tion of the Commission, to the extent
and in the manner set forth therein;

(b) This part shall, as to all natural
gas companies now subject to the juris-
diction of the Commission, become ef-
fective as herein revised on January 1,
1972. As to any natural gas company
which may hereafter become subject to
the jurisdiction of the Commission,
this part shall become effective as of
thedate when such natural gas com-
pany becomes subject to the jurisdic-
tion of the Commission.

[Order 450, 37 FR 6304, Mar. 28, 1972]

§225.2 General instructions.

(a) Scope of this part. (1) The regula-
tions in this part apply to all books of
account and other records prepared by
or on behalf of the natural gas com-
pany. See subsection 64 of the schedule
for those records which come into pos-
session of the natural gas company in
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connection with the acquisition of
property, such as purchase, consolida-
tion, merger, etc.

(2) The regulations in this part shall
not be construed as excusing compli-
ance with any other lawful require-
ment for the preservation of records for
periods longer than those prescribed
herein.

(3) Unless otherwise specified in the
schedule (§225.3), duplicate copies of
records may be destroyed at any time:
Provided, however, That such duplicate
copies contain no significant informa-
tion not shown on the originals.

(4) Records other than those listed in
the schedule may be destroyed at the
option of the natural gas company:
Provided, however, That records which
are used in lieu of those listed shall be
preserved for the periods prescribed for
the records used for substantially simi-
lar purposes. And, provided further,
That retention of records pertaining to
added services, functions, plant, etc.,
the establishment of which cannot be
presently foreseen, shall conform to
the principles embodied herein.

(5) Notwithstanding the provisions of
the Records Retention Schedule, the
Commission may, upon the request of
the company, authorize a shorter pe-
riod of retention for any record listed
therein upon a showing by the com-
pany that preservation of such record
for a longer period is not necessary or
appropriate in the public interest or for
the protection of investors or con-
sumers.

(b) Designation of supervisory official.
Each natural gas company subject to
the regulations in this part shall des-
ignate one or more persons with offi-
cial responsibility to supervise the nat-
ural gas company’s program for preser-
vation and the authorized destruction
of its records.

(c) Protection and storage of records.
The natural gas company shall provide
reasonable protection for records sub-
ject to the regulations in this part
from damage by fires, floods, and other
hazards and, in the selection of storage
spaces, safeguard the records from un-
necessary exposure to deterioration
from excessive humidity, dryness, or
lack of proper ventilation.

(d) Definition of record media. (1) For
the purpose of these regulations, the

18 CFR Ch. | (4-1-00 Edition)

data constituting the records listed in
the schedule may be retained in any of
the media forms in Figure 1 below, pro-
vided that the media selected has a
standard life expectancy equal to or in
excess of the specified retention period.
However, records supporting plant cost
shall be retained in their original form
unless microfilmed. (See general in-
struction (j), for periods of retention.)
In no instance, except in emergencies,
will media regeneration to achieve the
full length of period retention be al-
lowed without Commission approval of
the request of the company. In emer-
gency cases management shall take ac-
tion as prudence calls for and notify
the Commission immediately there-
after

(2) If the media form of the record re-
tained is other than a readable paper
copy, then reader and/or printer equip-
ment and related printout programs, if
required, shall be provided by the util-
ity for data reference.

(3) The media form initially selected
for the record becomes the “‘original”
for that particular record. If subse-
quent conditions (e.g., improved media
life expectancy, increased company re-
sources, environmental factors) require
and the remaining retention period
permits a change in the media forms
the company may convert to another
media and dispose of its old equipment,
provided the certification processes de-
scribed in paragraph (e) of this section
are observed and data referencing capa-
bility is maintained.

FIGURE 1
[Record media]

Recof:)d";nema p';/le?:?:j ‘Iei)f(é Comments and standards

1. Paper & Archival per- | For each document, paper
card stock manency. stock should be selected
(hardcopy). with a life expectancy

equal to or greater than
the retention period spec-
ified for that document.

2. Tape:

Magpnetic (in- 5years ... Assumes storage in a con-
cluding trolled environment with a
video tape). temperature and humidity

range of 60°-80° F. and
40-60%, respectively.
(Ref. Instruction (g) for
specific storage condi-
tions.)
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FIGURE 1—Continued
[Record media]

Rec%dr%nedla F’;’é%‘tj; ?i)f(é Comments and standards
Punched ........ Archival per- | For each record, tape
manency. media (paper, mylar, me-
tallic base) should be se-
lected with a life expect-
ancy equal to or greater
than the retention period
specified for that record.
3. Microforms:

a. Microfilm, | ...... do .o Assumes processing to
including standards and storage in
Computer a controlled environment
Output with a temperature and
Microfilm humidity range of 60-80
(COM), degrees F. and 40-50%
microfiche respectively. (Ref. Amer-
jackets, ican National Standards
and aper- Institute (ANSI) standards
ture cards. PH 5.4—1970, PH 1.41—

1976, PH 1.28—1979, Ph
1.43—1981, or most cur-
rent standards as accept-
ed by the National Ar-
chives for use by federal
agencies. See 41 CFR.
101-11.5)

b. Updatable | Dependent on | For temporary records not

type. use of requiring archival perma-

Media. nency so long as the
microform or film selected
has a life expectancy
equal to, or greater than,
the retention period for
that record. Same stor-
age conditions as for
microfilm.

c. Metallic Archival per- | Same storage conditions as
recording manency. for microfilm.
data strips.

(e) Microform and tape certification. (1)
As the initial recording media.

(i) Except as provided in paragraph
(e)(1)(ii) of this section, each
microform record series:

(A) Shall contain, at the beginning, a
microform introduction stating the
title of the record series, the date pre-
pared, the name of the official respon-
sible for validating or confirming the
data contained therein; and

(B) Shall be closed with a clear and
standard microform notation indi-
cating the completion of the series and
the date.

(ii) If an official permanent record se-
ries is a computer output product (i.e.,
output paper or microfilm, jacketed
microfiche, or aperture cards), any cer-
tification that may otherwise be re-
quired under paragraph (e)(1)(i) of this
section is not required if:

(A) The series is prepared in accord-
ance with written standard procedures

§225.2

developed, or accepted general business
practices followed, by the company
that ensure the integrity of record se-
ries that are the product of computer
output; and

(B) Such procedures or practices in-
clude the name or title of the official
responsible for validating or con-
firming the data contained in the
record series and confirming that a
particular computer output record se-
ries was produced in accordance with
the standard procedures or practices.

(iii) If after validation, supplemental
data and/or corrections (i.e., resulting
from computer programing) are re-
quired, said microform may be pro-
duced separately or as a part of the se-
ries rerun, but shall be affixed to the
original microform certificate as de-
scribed in subparagraph (1)(i) of this
paragraph.

(iv) Each tape record series shall be
externally labeled and shall include, as
a basic part of the program, at the be-
ginning of that series an introduction
stating the record series title, date pre-
pared, the name of the official respon-
sible for validating or confirming the
data contained therein and an index
where appropriate. Each record series
shall be closed with a clear and stand-
ard notation indicating the completion
of that series and the date.

(2) Conversion from other media—

(i) Each microform record series
shall include, as an integral part, a cer-
tificate(s) stating that the microforms
are direct and facsimile reproductions
of the original records and that they
have been made in accordance with
prescribed instructions. Such certifi-
cate(s) shall be executed by a person(s)
having personal knowledge of the facts
covered thereby.

(i) Each microform record series
shall commence and end with a state-
ment as to the nature and arrangement
of the records reproduced, and the date.
Rolls of film shall not be cut except to
produce jacketed microfiche. Supple-
mental or retaken film, whether of
misplaced or omitted documents or of
portions of microform found to be de-
fective, shall be attached to the begin-
ning of the microform record series.
However, if a retrieval system using
such methods as, for example, image
count indexing or ‘‘blipping” is used,
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the supplemental or retaken film may
be attached at the end of the series if
provisions at the beginning of the se-
ries advise the viewer of the location of
the problem frames and the location of
the supplemental or retaken frames. If
supplemental or retaken film of mis-
placed or omitted documents, or of por-
tions of microform found to be defec-
tive, are attached to the microform
record series, the certificate described
in paragraph (e)(1)(i) of this section
shall cover the supplemental or re-
taken film and shall state the reasons
for the attachment.

(iii) If, in accordance with the provi-
sions of paragraph (f) of this section,
the natural gas company elects to con-
vert records to the tape media, the
same certification provision specified
in paragraph (e)(1)(iii) of this section
must be provided in the conversion pro-
gram.

() Change of media for existing records.
Those records prepared and maintained
under previous regulations in a paper
media and whose remaining retention
period falls within the life expectancy
range of any of the media detailed in
Figure 1, may be converted to that
media at the natural gas company’s op-
tion, provided the applicable certifi-
cation processes described in paragraph
(e) of this section are observed and an
audit referencing capability main-
tained.

(g) Media. (1) All records created or
maintained in a media and a format
other than readable entries on paper
shall:

(i) Be prepared, arranged, classified,
identified, and indexed as to permit the
subsequent location, examination, and
reproduction of the record to a read-
able media;

(ii) Be stored in such a manner as to
provide reasonable protection from
hazards such as fire, flood, theft, etc.;
and maintained in a controlled envi-
ronment;

(iii) Be regenerated, including proper
certification, when damaged. (Also see
§225.2(d)(1).)

(2) The company shall be prepared to
furnish, at its own expense, standard
facilities for reading media and shall
additionally provide, if the Commis-
sion so directs, copies of the record in
a readable form.

18 CFR Ch. | (4-1-00 Edition)

(3) All film stock shall be of approved
operationally-permanent-record micro-
copying type, which meets the current
specifications of the American Na-
tional Standards Institute.

(h) Destruction of records. The destruc-
tion of the records permitted to be de-
stroyed under the provisions of the reg-
ulations in this part may be performed
in any manner elected by the natural
gas company concerned. Precautions
should be taken, however, to macerate
or otherwise destroy the legibility of
records, the content of which is forbid-
den by law to be divulged to unauthor-
ized persons.

(i) Premature destruction or loss of
records. When records are destroyed or
lost before the expiration of the pre-
scribed period of retention, a certified
statement listing, as far as may be de-
termined, the records destroyed and de-
scribing the circumstances of acci-
dental or other premature destruction
or loss shall be filed with the Commis-
sion within ninety (90) days from the
date of discovery of such destruction.

(J) Schedule of records and periods of
retention. The schedule of records,
§225.3, shows the period of time that
designated records shall be preserved.
However, records related to plant shall
be retained a minimum of 25 years un-
less accounting adjustments resulting
from reclassification and original cost
studies have been approved by the reg-
ulatory commission having jurisdic-
tion, and either (1) continuing plant in-
ventory records are maintained (see
Definition No. 8, “‘Continuing Plant In-
ventory Records,” parts 201 and 204 of
this subchapter), or (2) unitization of
construction costs appear in work or-
ders.

(k) Retention periods designated ‘‘De-
stroy at option’. Use of the retention
period, “‘Destroy at option,” in the reg-
ulations in this part constitutes au-
thorization for such destruction under
the conditions specified for the par-
ticular types of records, only if such
optional destruction is appropriate to
limited managerial interest in such
records and if such optional destruc-
tion is not in conflict with other legal
retention requirements or usefulness of
such records in satisfying pending reg-
ulatory actions or directives.
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(I) Records of services performed by as-
sociated companies. The natural gas
company to which the regulations in
this part apply shall assure the avail-
ability of records of services performed
by associated companies for the periods
indicated herein, as are necessary, to
support the cost of services rendered to
it by an associated company.

(m) Index of records. At each office of
the natural gas company where records
are kept or stored, such records as are
herein required to be preserved shall be
so arranged, filed and currently in-
dexed that they may be readily identi-
fied and made available to representa-
tives of the Commission.

(n) Schedule of notes: (1) For the pur-
poses of the regulation, a stockholder’s
account may be treated as a closed ac-
count at the time that such stock-
holder ceases to be a holder of record of
the particular class and series of stock
of the company and the 6-year reten-
tion period prescribed herein shall run
from that date. If such person subse-
quently acquires shares of capital
stock of the company and thus again
becomes a stockholder of the company,
the record of such acquisition shall be
treated as a new stockholder account.

(2) The terms ‘‘bonds’ and ‘‘deben-
tures,” as used in paragraphs (@)
through (f) of this section, shall in-
clude all debt securities, such as bonds,
debentures, or notes other than debt
securities which evidence temporary
borrowings and which are expected to
be repaid out of the proceeds of the sale
of longer term securities. Typical of
such temporary debt securities as de-
scribed in 4(i) would be notes issued to
banks evidencing temporary working
capital and construction loans and gas
storage loans.

(3) Canceled bonds and debentures
and paid interest coupons pertaining
thereto may be destroyed, provided
that a certificate of destruction giving
full descriptive reference to the docu-
ments destroyed shall be made by the
person or persons authorized to per-
form such destruction and shall be re-
tained by the company for the period
herein prescribed. The certificate of de-
struction evidencing the destruction of
paid interest coupons pertaining to
bonds or debentures need not contain a
listing of the bond or debenture serial

§225.3

numbers pertaining to such paid inter-
est coupons. When documents rep-
resent debt secured by mortgage, the
certificate of destruction shall also be
authorized by a representative of the
trustee(s) acting in conjunction with
the person or persons destroying the
documents or shall have the trustee(s)
acceptance thereon. The certificate of
destruction above described may be de-
stroyed 6 years after the payment and
discharge of the bonds or debentures or
interest coupons described in such cer-
tificate.

(4) If a retention period is prescribed
elsewhere in the schedule with respect
to any document which is included as
an exhibit to any filing retained pursu-
ant to the requirements of this item,
the company need retain only one copy
of such document in its files provided
appropriate cross references are estab-
lished.

(5) Life or mortality study data for
depreciation purposes shall be retained
for 25 years or for 10 years after plant
is retired, whichever is longer.

[Order 450, 37 FR 6304, Mar. 28, 1972, as
amended by Order 258, 47 FR 42724, 42725,
Sept. 29, 1982; Order 335, 48 FR 44483, Sept. 29,
1983]

§225.3 Schedule of records and peri-
ods of retention.
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